Guide for Department Motor Vehicle Record (MVR) Checks
lowa State University

Submitting a Departmental Motor Vehicle Record (MVR) Check Request
1.

Log in to https://apps.ideal-logic.com/iowastateriskmanagement through the “lowa State Login”
option with your ISU netID and password.

lowa State Login  » Community Login
[rcsvin - I

IOWA STATE
UNIVERSITY

Welcome to the Youth Programs & Volunteer
Registration System!

| M events/sessions Resources

 Youth Program Tips
24 Program staff  Volunteer Opportunity Tips
 Visiting Scholar Tips
» New Youth Program Registration | @ Definition of Terms
Click to register a Youth Pragram (Sponsored,
Enc

 Current Requirements

for program

W View All Requirements.

’ Volunteer Opportunity
Registration ehegions
Clck toregister volunteers) not related to 3

24 Edit Your Profile
Upes

) Additional Departmental
Requests

Click to submit a departmental request (non-
youth program)
Note: This includ N

back

RE
Child in the Workplac regist

A\ Visiting Scholar Reauest

3. On the Screening Questions tab, select the “Department Motor Vehicle Record (MVR) Check”
option.

1 Screening 75 Screening Questions

Questions
2 Department Info | (i
s | Additonal Departmenta! Request Type*

Please select from one of the following:

® Department Motor Vehicle Record (MVR) Check

O Department Backgrouna Cneck

Institutional Review Board (IRB) - Interaction with Youth
O Child in the Workplace Registration
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4. On the Department Info tab, enter the following information:

Request

a. Request Title
i. Give your request a title that can be readily identified. je: 2022-23 Risk
Management MVR Checks
b. Start and End Dates
i MVR checks must be reviewed and approved annually. Enter a date range for
your request. ie: 01/01/2022 through 12/31/2022. Please note: We recommend
identifying a date range that aligns with any annual staffing changes that may
occur in your department. Your request cannot exceed one year.

Questions

c. Description

i Please describe the purpose for your request. ie: Student workers and
professional staff members that will have driving responsibilities for our
department.

d. College/Unit
i Please select your College/Unit from the provided list.
e. Department

i Please select your Department from the provided list.

Authorization

f. Department Chair/Unit Director
i. Please select your Department Chair/Unit Director. This individual will be asked

to log into the system to review and approve the information reported in the
form to ensure that the request is valid.

Authorization

NOTE: The individual you list in the following field will be asked to log in
Department Chair/Unit Director*

Select a Person

Select People
i

Type a name to search for and click S= 1

ple LTrainind

this opportunity.Ple;
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Primary Contacts

g. Please add/select a primary contact(s) responsible for this request. (Please note:
primary contact(s) will have access to the request form and be able to monitor the
progress of MVR checks).

Primary Contacts™

[X At least one person must be selected for this role.]

Please add/select a primary contact(s) responsible for this opportunity.Please Note

No people have been added to this role.

l Add a New Person

‘ | Training|

p

First, please search to be sure the nawzznis not already here. I

a back

{Cancel

Program Staff

h. Please select/add the individuals who need to complete an MVR check. You can select
“Add a New Person” to add individuals one by one by searching the directory or select
“Import Spreadsheet” to upload an excel document of individuals.

For the “Import Spreadsheet” option, please download the sample spreadsheet for
appropriate formatting. You must include first name, last name, and email address to
upload a spreadsheet, but do not need to enter information under the staff status,

interaction code, or driver columns.

Add a New Person

fraining

—

Training Calendar, Athletic
Select

F rsrc-athdp-train@mailiastate.edu
Training, Jane

ane.training @testideal-logic.com

Select

First Name™ Last Name™

I

First, please search to be sure the Eerson is not already here.

2 matches found. Click the Select button next to the person you wish to select. I

No match? Type the requested information below to add a new person.

Email Address*

[£1,129)" Add New Person »

Program Staff*

Please add/select the individuals who will interact with youth or who require a background check. Please Note: If this opportunity involves interaction with youth, you
should list all of the individuals who will be interacting with the youth, including the individual listed under “Primary Contacts” above.

legend: / X X ! 4

A Name Effective Date @ Motor Vehicle Record Actions
X Training, Jane Feb 18,2022 X Not Compliant Remove

4. Once all of the required information has been added to the form, click “Next” at the bottom of
the form. Review the information and then select “Submit Registration”.
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Departmental MVR Check Request Review (after submission)

1. After the request form has been submitted, the information will be reviewed by the Department
Chair/Unit Director. You will be notified via email once the request has been approved.

2. Once the request has been approved, emails will be sent to the individuals that need to
complete an MVR check. Please advise the individuals to monitor emails from the system,
provide requested information, and complete all required steps.

Each individual will receive an email directly from HireRight, ISU’s background check provider,
with a link to complete their MVR check requirement. The email will come from
CustomerSupport@hireright.com with the subject line, “lowa State University Office of Risk
Management Background Verification Request.”

Monitoring the Departmental MVR Check Request

The primary contact(s) can view the status updates of all requested MVR checks at any time by clicking
on the “Events/Sessions” tab and selecting “details”. From the dashboard, the primary contact(s) can
view the request details, monitor authorization status, see individual MVR approvals, send emails to
program staff and/or view messages sent from the system.

GLTOEY Events/Sessions NJULTETIRS A

[ = spreadsheet view ) [ ® | 3 Youth Program Admin Settings (2)

Upcoming (1) Past ) | | Compliant (1) | Not Compliant ) | | Approved

[search [Date [ | | More Filters...

Form A Date(s) Program  Department  Event/Session Status Actions

Approved

Youth Programs

) . Tutorial RISK Tutorials Detail
Registration Mar2, 2021 Program  MANAGEMENT  Tutorial Program on

Youth Programs Test

th Pro : RISK Test et
Registration APr1216.2021  PHOGIAM  \ANAGEMENT  Test rogram 101 3

Volunteer

Opportunity ' Volunteer  RISK Test =
Registration Jun 22:26,2021 g1 MANAGEMENT  Volunteer Group M—/1
Form

Monitoring/Viewing Program Staff

The primary contact(s) can monitor the request to ensure all individuals have completed their MVR
checks.

Compliant = the requirement has been met

Compliant
J Until: Feb 21, 2022
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Partially Compliant = the requirement has been met but will expire prior to the end date of the
request. 30 days prior to the expiration date, the system will automatically notify the
individual(s) that they need to submit a new MVR check.

¢ Partially Compliant

Expires: Feb 21, 2022

Not Compliant = the requirement has not been met (and/or was not met during the dates of the
request)

X Not Compliant

Select the “Program Staff” tab to view the list of individuals (aka Program Staff) for all of the requests

———
Home Events/Sessiond{lZ{L IS Y )

teoendt v X B 1 8
Upcoming (1 || Past Compliant || Not Compliant Approved
Search People. [Date. I | [
Visiting
Global Motor Volunteer  Scholar  Volunteer
Child Abuse Background Vehicle Agreement  Agreement Agreement
¥ Dates Event/Session Name Awareness Criminal Check  Check NSOR Record_Form Form (Offline) Actions
Not Compliant
. est i Not Compliant s Not Compliant Compliant
Test y Compliant Not Compliant e Event/Session
X Apri2-16 [ Koester, Danielle V s X pact actvity Open vents
Tutorials - Not Compliant Not Compliant Compliant en Event/Session
X Mar2 Tutorial Program Training, Jane X past actiity X pas activity V et s Open Event/s:
Compliant
. Test " Compliant Compliant
vV Apriz-16 TeatProgram 101 Cunningham, Brandy /| o v ot o 0 Open Event/Session
v Jun22-26 Test Koester, Danielle V Sompli Open Event/Session

Volunteer Group Unti

g

Editing Program Staff Lists

To edit program staff or change the effective or inactive date of an individual, click on the ‘edit’ button
next to the gray “Program Staff” bar within the dashboard.

Dashboard [}§ Registration Documents

@ Test
Feb 2-25, 2022

Department Group | MVR
Department 0/1

Not Compliant
Prir .
Jane Training @ | & ‘

Primary Contact W Edit

A Name Phone Numbers

Jane Training (123) 456-7890 (Home - test)

Program Staf. W Edit

A Name Effective Date Motor Vehicls
X Training, Jane Feb 16, 2022 X Not Comg
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After selecting ‘edit’, you will be able to add or remove individuals. Program staff should only be
removed if they will no longer be driving a university vehicle. Primary contact(s) can edit the effective
date for an individual if the date that they will be driving is different than the initial start date of the
request (ie: new employees to the department). Primary contact(s) can also mark an individual as
‘inactive’ if the individual had driving responsibilities, but no longer has driving responsibilities (ie:
former employees that are no longer with the department).

Program Staff A View Only == Print W Download

Please add/select the individuals who will interact with youth or who require a background check. Please Note: If this opportunity involves interaction with
youth e sHEGT st ail UI tie dividals who will be interacting with the youth, including the individual listed under “Primary Contacts” above.

e
legend: v/ X X 1 &
A Name Effective Date @ ' Motor Vehicle Record Actions

X Training, Jane Feb 16,2022 edit ~ X Not Compliant Mark Inactive | Remove

Please note: The effective date can only be changed while the request is occurring. No changes to the
program staff list can be made after the end date of the request.

Additional Resources

To learn how to use other features, please review the tip sheets located on the Campus Home screen
under “Resources”.

Please refer to the following policy and procedures for additional guidance:

Fleet Safety and Vehicle Use/Rental Policy

Fleet Safety and Vehicle Use/Rental Procedures & FAQ

If you have any questions or concerns regarding the Fleet Safety and Vehicle Use/Rental policy or
procedures, please contact Transportation Services at transdispatch@iastate.edu or 515-294-1882.

If you have any questions or concerns regarding the Departmental Motor Vehicle Record (MVR) Check
process in YPVRS, please contact the Office of Risk Management at mvr@iastate.edu or 515-294-
7711.
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